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RECORDS RETENTION AND DISPOSAL SCHEDULE
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Item No. Descnp’non Retention
1 CERTIFICATION RETAIN 3 YEARS
) Applications for certification, THEN DESTROY,

formulas for math, applications
sent to the State Board,
certification memos, certification
practice exam questions,
certification profile,
certification regulations, letters
to the Operators, license renewal,
superintendents license.

Y BUDGET RETAIN 3 YEARS
v Budget preparation data. THEN DESTROY,
A PURCHASING/FINANCE RETAIN 2 FISCAL
‘ Copies of documents, requisitions, YEARS FOLLOWING
etc., invoicing processed for COMPLETION, THERE
payments, purpose is to easily AFTER DESTROY,

access backup info. when problem
arises with ordering supplies,
materials, and equipment, or in the
payment of invoices to check
authorization for payment has been
processed. Also used for backup
supporting documentation for
budgetary matters.
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. Schedule No.
Anne Arundel County C-696
g OFFICE OF CENTRAL SERVICES Page No.
Records Management Division 2 of 2
Item No. Description Retention
4 TRAINING PROGRAMS RETAIN 3 YEARS

A. Files on training program
offered by the Training Office,
Included in these files are course
description, attendance rosters,
cost analysis, agreements,
evaluations, etc.

B. Master Training File: Training
program data on all personnel
in the Department. These records
are kept on the System 36.

DIRECTOR'S CONFERENCE

Information on Director's Conference
held in past and present.

THEN DESTROY,

RETAIN: ONGOING
RECORDS BACKED OFF
TO A HARD DISK.

KEEP 3 CURRENT YEARS
ON SYSTEM, DELETE 2
YEARS AFTER
TERMINATION,

RETAIN PERMANENTLY;
PERIODICALLY
TRANSFER TO STATE
ARCHIVES.




DEPARTMENT OF GENERAL SERVICES
Rscords Management Division

" AGENCY RECORDS INVENTORY Page Yo,
—tof i
i&nnt 2. Division jAdministration Division
Anne Arundel County Department of Utilities{3, Undt Training Office

Record Series and Title: (Def. A group of records filed as & unit, used as a unit, and which
may be transferred or disposed of as & unit.)

_ .1 Certification Series

Description: (Give a brief description of a typical folder; include content, purpose, and
form name(s) and number(s).

Applications for Certification, formulasfor math, applications sent to the State Board,
certification memos, certification practice exam questions, certification profile, certification
regulations, letters to the operators, license renewals, superintendent license.

Form Name(s) Form Numbers

Applications for Certification N/A
Applications sent to the State N/A
Board

Q purpose of having the Certification series is to keep our Operators Certified, and
ntain all state requirements.

——{Noia: Dase a separate invantory sheet for sach Bacord Seriss)
Present Volume on Hand (No. of file drawers) |7. Audit Requirements
o file drawer: on hand State
Estimated AccmllL'—-_(—ﬁon Yeariy) Federal [—7 Internal SN
15 file Folders a Year in this Independent

drayer. : &
Estimated Activity per File Drawer: (Activity Ouide- HIGH (used daily); MEDIUM (once/twics
monthly); 10W (less than ence meathly). )

Currunt Year . R
After 1, Ir, B @ L After what year does activity become ILOW A”Q
Could Record Series bes stored in the State 10, Resccxmended Retention:

Roeordchn‘hr.mD 0 \Z\U’QQ\LW

Print
Telsphone Number:s __ QD — 92

When: .
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DEPARTMENT OF GENERAL SERVICES
Rscords Management Dvision

' AGENCY RECORDS DIVENTORY Page No.
j‘
‘Mnt 2 Division Administration Division
Anne Arundel County Department of Utilities{3. Unit Training Office

Record Series and T4tle: (Def. A group of records filed as a unit, used az a unit, and which
may be transferred or disposed of as a unit.)

.2 Budget Series

Description: (Give a brief description of a typical folder; include content, purpose, and
form name(s) and number(s).

Budget preparation data

Form Name(s) Form Numbers
Performance Indicators - N/A
Descriptive Comments N/A
Appropriation Summary N/A

!!e purpose of having the Budget series is to plan for upcoming fiscal years and to plan for the
amount of money for each sub item in the account that you will need for that year.

)

—{Note: Une a separate invantory sheet for sach Bacord Series)
Present Volume on Hand (No. of file drawers) |{7. Audit Requirements
1/2 file drawer State SN
!at..‘..ntod Accumulation zturiy)'p - - :;hnl Y e & internal SN
2 file f or s epsndent
ile folders.Per Pisqalyear : c
Estimated Activity per File Drawer: (Activity Ouide- HIGH (used daily); MEDIUM (once/twice
sonthly); 10W (less than once nnth];)
Currwnt Year H @
After 1. Ir, B K L7) After what year does activity becoms 1OV

,» Could Record Seriess bes stored in the State 10, Reccmmended Retantion:

Records Center, Y — W
‘ v (V8
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DEPARTMENT OF (ENERAL SERVICES
Rscords NManagement Division

" AGENCY RECORDS DIVENTORY Plge xos

. w—

Anne Arundel County Department of Utilities

2o Division jAdministration Diwision

3. Unit Training Office

.3 Purchasing / Finapce Serieg

Record Series and Title: (Def. A group of records filed as & unit, used as a unit, and which
may be transferred or disposed of as a unit.)

form name(s) and pumber(s).

to check authorization for payment has been
documentation for Budgetary matters.

Present Volume on Hand (No., of file drawers)
1/L4 drawer file on hand

Bstimated Accumulation (Iearly)
1l Binder then transfered to file

folder at end of fiscal

monthly);
Current Year (DN

Description: (Give a brief description of a typical folder; include content, purpose, and

Copies of doouments, requisitions, etc., invoicing processed for payments,.

The purpose of having the Purchasing/Finance series is to easily access backup information when
problems arise with ordering supplies, materials, and equipment, or .in the payment of invoices

processed. Also used for backup supporting

)

aach Bacard Series
7. Audit Requirements

State ‘FEEI. faternal &
_K

ear
Estimated Activity per File Drawer: iuti'rl Onido- HIGH (used dl.i:lyss mnm (oneo/hd.co

10W (less than once monthly

L
After 1. Ir, B MCL) After what year does activity becoms LOW

Could Record Seriss be stored in the State
Records Center,

ms LT W LT

10, Recommended Retention:

ALWWW

Dot __(Lig X [77

When; .
gmtor.r prepared by _LQ%J‘JDS(
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Telsphone Muxber: 22550

Fig.

DGS-550-4 1/81
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DEPARTMENT OF QGENERAL SERVICES
Records Management Division

AGENCY RECORDS INVENTORY Page No
of —'!l‘-—
‘mm, 2. Divislon pgministration Diwision
Anne Arundel County Department of Utilities|3e Unit Training Office

Record Series and T4tle: (Def. A group of records filed as & unit, used as a unit, and which
may be transferred or disposed of as & unit.)

!‘ I . . E s -

Jescription: (Oive a brief description of a typical folder; include content, purpose, and
form name(s) and number(s).
Files in training programs offered by the training office. Included inithese files are course
description, attendance rosters, cost analysis, agreements, and evaluations, etc..

The purpose of having these are to keep the operators certified. By having what classes they
attend on file, the training office can keep track of what amount of hours they need to keep
their certification, and make sure they meet the state's requirements.

——{liota: Uae a_separate ixvagtory sheet, for )
Present Volume on Hand (No. of file drawers) |7. Audit Requirements

+ i State AN
Bstimated Accummulation i!urfij Foderal [71 Internal AW
' -4&:'4-»1

fifteen a vear

Estimated Activity per File Drawer: (Activity Ouide- HICH (used daily); MED (onco/htico
monthly); 10W (less than once mnth]:

Surrent Year ) D A
After 1. Yr, () M L After what year does activity become 10OV MWW

Could Record Series bes stored in the State 10, Recommended Retantion:
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DEPARTMENT OF GENERAL SERVICES
Rscords Management Division

" AGENCY RECORDS DNVENTORY Page Wo
ﬁ- [+
‘m,ﬁ, 2, Division Administration Division
Anne Arundel County Department Of Utilities{3es Unit Training Office

Record Series and Title: (Def. A group of records filed as & unit, used as a unit, and which
may be transferred or disposed of as a unit.)

5 _Director's Confersnce Series

Jescription: (Give a brief description of & typical folder; include content, purpose, and
form name(s) and pumber(s).

Information held in past and present on Director's Conference.

This information is held for permanent use for the Director of Utilities to view and use for
upcoming conferences and to talk about with his manager's on regular basis.

—{Note: Use a separste invaniory sheet for sach Bacord Seriss
Present Yolm on Hand (No, of file drawers) | 7. Audit Req ta

on hand 8““
Estimated Acmulat.ion i!urly) / Iaternal é

e Lile folders ner voor w .
Estimated Activity per File Drawer: (Activity Ouide- HIGH (used daily); MED (onco/hd.co
mnthly;m(loumnmnntm;)
Surrent Year @
After 1. Ir, mtmmmnwmm*
2o sni ) Qo aiag Sessipo Stedm oot Gabienc .
Could Record Seriss be stored in the State 10, Rscommended Retention: ,

Records Center,

(ecordS Wi e Avantfered o Tte
Whens Qccvivek QeQlor “5“‘ 5=¥959,

mes  ® = Kwap fermanent.

“1{atory prepared 1y _LJ&%“_‘EL‘.TL_’G/ 3s ‘Dates ___QLC . G /99 2
Heme

Talsphone Yumbers 2F>-7530

DGS-550-4 1/81




